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Purchase orders should be closed when they are complete. Closing POs removes all existing 
PO accounting liens that divisions see and speeds up system performance. The monthly 
PORECON process will automatically close POs that are fully received and invoiced (matched) 
and which have not been saved in the past 90 days. If the Lab will not receive and pay for all 
items on the PO, a lien will remain on the PO and the PO will not automatically close.  
 
To close a PO: 
  
1. Identify POs that need to be closed.  
2. Close the POs using the PO Reconciliation Workbench. 

(See the "Close a PO" procedure for doing this.) 
 
This topic shows how to identify your POs that need to be closed using the "POEXP" 
PeopleSoft Query.  
 
 
• Navigate to PeopleSoft Query by going to: 

Reporting Tools | Query | Query Manager 

• Type in the query name POEXP and click the Search button. 
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• Click the Run to Excel link. A new window will open. 

 
 

• Enter your Buyer Name (PeopleSoft User ID) then click the View Results button.  
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• A dialog box will appear. Click Save and store the Excel on your computer where you can 
easily get to it (your Desktop). 

 
 

• Double-click on the Excel file you saved to open it. 
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• View the spreadsheet. Adjust the width of the columns as necessary by dragging the lines between the column letters. There will 
be a row on the spreadsheet for each PO line for all POs that are not "Complete" (not "closed"). 

• Use the Match Status as a guide to what is happening on a PO line. Here is what the Match Status column indicates: 

 Unmatched:  No invoices have been entered or paid for the line. 

 Matched:  The line is fully received and invoiced. 

 Partial:  An invoice has been paid on the line but there is still an open amount on the line 

The rest of the spreadsheet row indicates quantities ordered, quantities received, quantities invoiced (vouchered), and amounts 
paid. 

• The Due column (on the right-side of the spreadsheet) shows the date the item should have been shipped to the Lab. 

• The presence of date in the End Date column can indicate that the PO is a Type-2 (blanket) order. 
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